
 

Entering and completing a marriage license on line is a simple process.  Start by entering your user name (supplied by Vital Records), your password, and 

domain.  The domain will always be bf200LNK (that is b, f, 2, zero, zero).  Then enter. 



 

 

Now click on “Vital Records Production.” 



 

 

This screen tells you that you are entering a government system which means all records will be saved on the State’s server.  Select “OK.” 



  

If you have 2 locations, such as marriage and dissolution, make sure you are on the marriage screen. 

 



 

Start the marriage license by selecting file, then new, then marriage.   



 

Start entering information.  Navigate through the system by using the TAB key. 



 

Continue by entering the groom’s information.  Remember to use the TAB key. 



 

Now enter the bride’s information. 



 

You must enter a social security number for the groom and bride.  If they do not have a social security number (ex:  not citizens), then enter 9s in the field.  

999-99-9999 



 

Answer the question to the groom’s origin.  Is he of Hispanic decent?  Then enter the race of the groom.  For example, is he white, black, American Indian, etc?  

 



 

 

Answer the question to the bride’s origin.  Is she of Hispanic decent?  Then enter the race of the bride.  For example, is she white, black, American Indian, etc?  



 

Select the proper title for yourself.   



 

Enter information that may be helpful to you.   

 



 

If you have information you need to tell us (ex:  bride’s father doesn’t have a middle name) then select “Actions” and “Show Notes.” 

 



 

On this box select “New”, then type your message in the box.  When you are done select “Save” and “Close.” 



 

To print the license, go to the “Requests” tab then select “Print M:  License and Cert of Marr.xtr.” 



 

Proof the license for errors and if ok select the printer icon to print.  If the document is not ok, close out of this screen, go back to the data and correct the 

information.  Then repeat the steps for printing.   



 

Simply click “OK” on this screen to print.  Make sure the paper is inserted so the blue line prints on the face of the document and on the left hand side. 



COMPLETING  

THE  

MARRIAGE 

INFORMATION 
 



 

 

Sign into the system, select “Work Queue” then “Marriage County Clerk Pending.” 



 

Select the record you want to work with by highlighting the row then clicking on display 



 

On the “Request Tab” select “Finish/Complete” then “Marriage County Clerk Finish.” 



 

Enter the marriage information.  Remember to TAB through the fields. 



 

Mark the record complete.  Save the record.  Make a copy of the marriage license for your records and send the original in a large envelope 

to Vital Records Office, PO Box 95065, Lincoln, NE 68509.  Do not fold the record as the crease may dislodge the ink.  



 

Any questions??? 

Please contact: 

 Barb Trusty………..402-471-2872  

or email  Barb.trusty@nebraska.gov 

 Help Desk…………..402-471-8275 

 Jackie Fairbanks…402-471-0919  

or email Jackie.fairbanks@nebraska.gov 

For Supplies call:      402-471-0914 

or email  Peggy.jordan@nebraska.gov 
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